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PROCUREMENT REQUEST FORM

Note:  The Procurement Request form is to solicit quotes through an informal (Small Purchase) bid process for purchasing transac�ons $100,000 or less using Federal Funds (2 CFR 200.318)
and $3,000 to 49,0000 using non-Federal funds (COH AP 5-8, Execu�ve Order 1.14). 
Signature of this document is s�ll required.
* Required Fields [must be completed]

Descrip�on of Purchase * HCDD Division: * Director's Office

Deadline Date of
Request: *

   Purchase Type: * Service Under <50K

Requester Name: * Guillory, Beverly - HCD Created:

Requester Phone
Number: *

  

Brief Descrip�on of Scope of Work for Goods/Services:

Note:  Please allow a minimum of three (3) days for bid responses.

    

FINANCE USE ONLY PROCURMENT USE ONLY

Fund Number: Status: Pending

Funding Source: Purchase Order No#:

Cost Center: Name of Vendor:

G/L Account: Date Processed:

Business Area:     Date Received:

Internal Order:    Total Amount:

BFY:    Procurement Staff

Grant:    Priority:

Funds Reserva�on: No�fy Department:

Funds Approval Mgr:    No�fy Department:

 
Jus�fica�on of Need for Goods/Services Procurement Notes:

 

  Supervising Manager (Purchase under $5,000)

Requestors Signature:
Date:

 
_________________________________________

Manager:
Date:

 
    ______________________________________

 
Buyer's Signature:
Date:

 
 
_________________________________________

Funds Approval Signature:
Date:

 
 
    _______________________________________

Procurement DPU
Signature:
Date:

 
 
_________________________________________

(Purchase over $5,000)
 
CFO Signature
Date: 

 
 
     _______________________________________

(Purchase over $5,000)  Director Signature (Only Consultant Services)

Assistant or Deputy
Director:  Date

 _______________________________________ Director or Designee:
Date:

 
    ________________________________________

A�achments

Impact Center Consul�ng Services

6/10/2020

6/9/2020

8323956335

 Addi�onal funding to con�nue the exis�ng level of execu�ve coaching to Senior Staff in June.  $1,800  (Six Sessions at $300) will cover execu�ve
coaching sessions with Execu�ve Director Tom McCasland (4 sessions) and Associate Director Anderson Stoute (2 sessions) during the month of
June.  

6/9/2020 6/9/2020
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